
FARMINGTON CITY 

Job Description 

 

Title:     Front Desk Staff   Code:   

Department:  Parks and Recreation  Pay Rate:       $10.00 

Division:    Gymnasium    Effective Date: March 1, 2016 

 

 

 

GENERAL PURPOSE 

Front  Desk st af f  will be required t o perform general dut ies at  t he gymnasium in t he following 

areas; f ront  desk operat ions, crowd cont rol, special event s, f it ness area, running t rack and any 

ot her t asks set  by t he Gym Manager. Front  Desk st af f  will assist  in ensuring safet y of  facilit y 

and maint aining sport s equipment .   

 

SUPERVISION RECEIVED 

Works under t o close supervision of  t he Gym Manager or Parks and Recreat ion Direct or.  

 

SUPERVISION EXERCISED 

None. 

 

ESSENTIAL FUNCTIONS 

Act s as recept ionist , greet s and direct s visit ors, and pat rons. Receives and answ ers t elephone 

calls, receives Pat rons int o facilit y; receives payment s and fees and admit s pat rons; operat es 

comput er (point  of  sale it ems, processes comput erized memberships, act ivit y regist rat ions)  and 

account s for revenues; gives change; checks memberships for validit y; monit or pat ron 

compliance wit h est ablished rules and policies and processes paperwork.  

 

Performs scheduled upkeep and maint enance of  facilit y; clean f loors, walls, windows, sport s 

equipment , et c.; monit ors general act ivit ies of  facilit y t o ensure safet y; receives invent ory 

deliveries, verif ies accuracy of  shipment ; st ocks supply st orage areas.  

 

Assist  in delivery of  yout h and adult  act ivit ies held in t he gym; Conduct  and act ively part icipat e 

in scheduling daily act ivit ies; Monit or use of  all indoor areas as assigned; Provides ef fect ive 

cust omer service in dealing wit h pat rons and part icipant s; Assist s in maint aining and cont rolling 

of  supplies and equipment ; Monit ors safet y of  facilit y and program environment ; Regularly 

at t ends job specif ic t raining; Assist  in keeping record of  at t endance, invent ory and maint enance 

of  janit orial supplies 

 

MINIMUM REQUIREMENTS 

 

Educat ion and Experience: 

 

 A. High School Diploma or GED; 

AND 

 B. Educat ional background or experience in recreat ion or similar f ield id preferred;  

 

Required Knowledge, Skills, and Abilit ies: 

 

Some knowledge basic mat hemat ics relat ed t o cashiering and changing money; basic 

int erpersonal communicat ion skills. 

 



Ability to operat e cash regist er; est ablish and maint ain ef fect ive working relat ionships 

wit h employees, young people and adult s, abilit y t o communicat e ef fect ively verbally 

and in writ ing, and give excellent  cust omer service and make decisions. 

 

Performs relat ed dut ies as required. 

 

Special Qualif icat ions: 

  

Must  be at  least  18  years of  age at  t he t ime of  hire 

Successful complet ion of  a criminal background check 

Successful passing of  a drug screen 

Educat ional background or experience in recreat ion or similar f ield is preferred  

 

WORK ENVIRONMENT: 

 

Employment  in t his posit ion is At -Will and part  t ime. Mandat ory meet ings will be held during t he 

mont h of  hiring, during t he operat ing period, Bi-mont hly mandat ory st af f  meet ings are held 

periodically each mont h. Incumbent  on t he posit ion is t he abilit y t o perform in an at ypical of f ice 

set t ing wit h appropriat e climat e cont rols. Tasks require various physical act ivit ies such as 

walking, sit t ing, bending, reaching, lif t ing up t o 50 pounds, and periods of  t ime spent  at  a 

comput er t erminal. Frequent  communicat ing wit h t he public requiring t he abilit y t o t alking, 

hearing and seeing wit h cert ain aspect s for t he job eligible for accommodat ion. Ment al 

applicat ion ut ilizes memory for det ails, verbal inst ruct ions, emot ional st abilit y, and discriminat ing 

t hinking.  

 

 

HOURS 

Schedules for st af f  will vary based on depart ment  need and is subject  t o change. Gymnasium 

hours of  operat ion will be M-F 5 :00am-10:00pm Sat  7 :00am-10:00pm. Employees will be 

expect ed t o work any shif t  f rom 4:30am-10:30pm. St af f  will not  be allowed t o go over 20  

hours per week. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


